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U%y I chou~hc I could ba ● toohnical tiicor
I will mvcr know. In my opara tin I ma.
upon it. Perhspo it wc bmmcm of tha uny
years I npant undsr tha tutalaga of rat bar
scam grammimm. Or maybo it uaa the lam
:9 I1osc pars whm I oupplmntad my pitifu~
Incmt by ~adi~ fraotman B~lish paparo. I
waB, sftor s1l, ● ●dtrstcly sucoaatful mit-
●r, ●nd ●fccr taaching tha ~ciencau snd wrk-
Lng with ●rqiooaro, I did undgrscand their
lingo. Hont important, I thou~hc I had ●

good oanm of h-r.
So I occup{ad my daok in w mw of fica with

a falm smm of cmtfidmco. Flrtc, Ch9 rOU-

tine corrapondonco wso brou~c to ma for ra-
vi~, ●LW4that wan not co badj and i? ●ll the
raporco mr~ to h Iika tha firot on. I adl-
twt, I WI .4 ham tha out of tho way in no
tima. It8 ●uthor IMD obvmualy lntarootod

in good =fci~, md I could undaratand his
cubjtit, TIM raport wa.a shot:, succinct, 4
lightly Illuatrscod. Wan I filed tho priat-

WI COPY of this flrot report, I ●oaurd q-
aslf chat lndmd I could ba a god editor.

lbawor, I begin to ❑otico s- disturbin8
behavior amm~ WY follow ~oup tira. ?hay
had not cmctly flockad to my door to mlc~
u to tha ~oup-but I krnu tbay ~ra bucy
with their projactu. I also noticed that whan
I walkad into an of fica, itsoccupants cuddna-
Iy goC very qui~c and very busy. As I po~red
o-r tho shouldors of an ●ngitir pouri~ his
thoughca onto pap~r, my uncolicitad ou~at-
tirno mra coolly rocaived.

Back GC my desk, I thou~: ●bout cho hist-ry
of chla group. It had bacn rocantly trano-
farrad fra OM division co ●nothm. Ch&nfla
ia unaoccling, and O- of tha antiuara, in-
cludinS th group Iaadar, had chooon to find
Jobs ●lacwharo. Tho division CO which w wwra
transfarmd bad Ciml roviawing ●uthority on
●ll writc~n c~nication and ●loo had vary
high writin8 standards. Uhat had paaoad for
adaquato writing bafora waa now unaccaptabl~.
MOCC papars wara racumod for corractioos or
rawrito. That wao why I h-d hcan hired—t>
imprwo cha vriting of tha :roup. Could it be
chac they wm not as happy to have M as I
had ●wp,ctod? With tha dawning of this in-
cradibla pooaibility bagan :ho aducation of a
now cachnioal ditor.

RW chac I knaw thar~ WUI ● problom, in#a-
cur{ty took tha placo of coufidonca. I ba~m
to ●tk ayonlf ● lot of quaotion~ ●bout why I
wan hero and why T WM scayint. I rmaaonad
that -~ono mat hawa oaon the naad for chit
fuaccion in ~ Iroup or cha job muld not ● x-
ioc. Wlt!lou.: :F~ support of my Supcmisoro,
tha conf:~an. Of tho authora, and tho

,. , -, .,.d
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coopratia of chm office stiff, I k- I
could nmwr succcoofully i=pmvo CIU qMliCY
of my group’s writing. ‘h dirioim mmnaca-
mont I!ad SC’ tha itmdards that our tmlting
had CO mmmc, and I wmntcd to IMW cmactly
whst W~9 emp~ctod . 60 I apmnt m hour with
the D[visim Of fica prmon who muld ravi -
●ll writttn cmnicsticm. w Outllncd Cho
rcvi~ procadura, mnd my #Pcific dutiao cmu
into focus. Par faction in writing hmd novsr
b~qn one of my objactiv, t, but I quickly
a<optad it.

Tn iosrching for ● ntandard of pmrfmctioo,
I turnmd to our lsbaracory ’~ fraquontly ra-
viscd Otyla mmnual thsc ~iv~~ ~idmnca ~ ●C-

ccptd polic{ao and procwlurac, report mmka-

uP, mod prmfcnad UB~sU. I Iu+d that chic
wao cmpilmd by tha senior mditorm rho ;tvimu
all fomal rcportt ●ftar tho divisions ●pprove
:hrn au! baform they Jrd printad. Naadint
tilias, I mmde their scqumintancc. Tlmse adi-
tor9 .lncmmm m inv~l~bls snurca of infor-
mation and ancouragamt. ~oy ●van offcrad
-k short apprancicoohip with rhmm 00 I

could lcmrn chair procoduroa. Hy quosti.mt
anmmrod, I raturnmd co my office with styl.
❑anual, tha offfcial English hmodb~k, chc
recomandcd dictlonan, ad ● knmlad~ Gf MY
div~oion’o ~{ting policics_all th~ tOO18 I

thoutht 1 wuld namd to bagin tha graat rafor-
Me;. ml.

1 WMS no Iaoo ardant than your mvarl~a ra -
formar. Surely thssa ●nginoars would sw the

naceosity of complying with nvw vritj~ ●cmmd-
Ordt. ~o ~mup VMS :rrAng in siKQ, tha ra-
ports wmra *tacking up on q da-k, ●nd cmPli -

ance vnuld cpamd up tha procaso from dr~ft to
printad copy. I rmad cacti pmpmr mvaral
ctmat, dillgantly saaki~ fcr mukwrd con-
struction, ●isplacad mdifi~rs, dan~li~
;nfinitivas. My favorltoa WCM dnmdwod amd
pacaiva voice, ●nd nw tha #uthor# could ba

fr~ of this varbiq~ ●nd mwardna~fi. At
laot cur Imnguaga wuld ●now thcm to tah
credit for what thay hmd don-. obviously, I
was doing tha ●uthor a favor by correcting

Rll hlt mistakot. ~m I calld him to ❑y
of fico to roviaw his pawr. llo VES nubtly
ohmod for hlo ●rroro ad ancourqmd CO bruth
hit pipar up a bit bcforo it wmnt on to hi@-
or Iavals of revicv.

Much to my surprisa, tha raformmtlon waa
not going 00 -11. If tha cuthors WN uncs
fort~bla with the usa of paraorml pronmm,
they could not #cm why c{rcumloautions lika
“it was frwnd that” #nd “!t ia thought that”
wtra not good u~ago, atpaclally in tha aclun-
tific world. l%av found my r*writln# ●n ln-
cult and my rev~wa with thmm a bit Iika a
V:slt with s ~chool rearm. A nurprio~ng num-
ber of authors sa~mad to Caal that data]lad
●dit[n[ and polishin~ of nvcn their ~ pap-
ars wam ● waata of thcLr rim-. Ho-t had many
dapansca for thafr styla of writing-it had
besn accoptabla in (ha paat, they hmd baan
taught to writ. that winy, or ●ll th~ ●rcicl~s

in tachnical Journals mm wittao La that
Otylo. h hd bon tmu~t tmcbmical writ-
ing in rmcanc collaga years mod wmra Loccr -
cotmd in lcmnln~ to mrito -11. kc Mst
-ra spmthmtic, approhcntivc, mmd &fac*d,
std a nrm downright hoccilo.

TIM Division Offlea contioumd to raturn
wittmn c~ieotim for corroctionm of
crrort I hmd mlsood, T?M crmatmot rotypi~
vaa fntrducin# nmv ●rrors ad mmkfmg the of-
fico staff irrltabla. Tha Lncrmmd volum
of papa-work had reaulcad in minplacmd drafts
mmd llluotraticnc. .Cvory ●uthor’s pmpwr n-
tha ~at @ortant on- in cha hoppar, 00 sche-
duling bmcmn ● haadachc. Koralo vma ❑ot i-
prori~, tha grumbling r-achad mmnmgwnt, snd
I felt likm a failure. IilIac hsd hsppmnad to
v SSOSQ of h-r?

A fmw wako mwmy frm wrk save M tha
chanca to tvclumta tho oitumtinn ●d my placa
10 it. Tbe probl- could bm groupmd into
thoso pertaining to myoalf, tha ●uthors, and
tha of fica staff. I knmw that lf the-e pao-
P1O wra aatiafiad, than m’rittm C~iCH-

cims wuld press mra -thly throu~ tha
m&my lavalm of ravimw and ●pprovml. Already
I had th COOCOrO mmd backin# of mmnmwucIC
that ●rm M nacosoary to cnforco tha nmw stmm-
dardo. 90 first, I raconaifarmd my attitudaa
touard myoolf ● mm ●ditor. I did not Iika
tha ~itchy pmroon I had bmcm. I had mmdo. .

of ●iacmkms, but I hmd laamad from

So I tic coma raoolutinmo a-t -f

I wuld not taka myself C* @arLoualy.
I knmm I -uld uko ●iscakoo, ad f@l-
la wrk.mro muld bm quick to poinl:
thm out. SO I -ld la~rn CO faka (I
lMJ* chrou~ my snmrl, mmd mm~ba th,y
wuld Iaam to lW@, too.
Z wuld not ●lwmys sat my winy, ●v@n
thou~ I wao rl@ti
I wuld MC r~asonabla @chadul@o. Evtn
on tha busiaot of day., short broako
rast tirad mindt and raduca crrorc.
I would find ● plmaaant, qui~t placQ
to work wham incarrupclnno ●ra mini-
siaud, ●V96 if 1 hmd CO lcavm my of-
fico.
1 wuld continua to rafraoh my knoE-
lodgm of grmm through romdint, ro-
viw and littaning in on convaraatioao
!n tha naxt rem. I could ●lways
laarn aomathing naw, and a P.ooitiv-
fatling .+bouc my editing ●bility wuld
Mkd confIict# ●atiar to face.
I vould try to bo consistent in my ●d-
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of suthom would require coaeiderable pay-
cholo~.

My experhaces ●t writiq Md ●hwa w that
co author ●xpoees hie iaaor self vbea he ea-
mite thoughts to paper; the pride of author-
ship le ever preseot. Coaaequentl~, he ie es-
pecially sensitive to criticia. If he ie s
scioot iet or easinem, he probebly ea joyed the
rocearch mid dreade the reportiag. I hed to
b. sore sensitive to thoee feeli~s if x wce
to gein hf. confidence.

Hy intersctioas with cuthore had not been
pooitive. Bat X hed inferred f- their ●tti-
tudeo towcrd me same thiags tbetI could do to
help them.

o

0

0

0

I would revim, aot rewrite. Z would
ocrk ●rrors with proofreader’s ●erke
cad uke aotee ia the aergia thct re-
fer to ttm style uaucl or grrnsr
hadbook. Thea the aathore COUId cor-
rect thef r owa ●rrors. Each oae know
hat he ●crw ad could prefer to write
it ia his ow style. Beaid*s, he
Iearas from correcci~, wad his writ-
ia~ ckill @movee, reducing my work.
I would ●chedule ● review of his pcpc
●t ● place where he is comfortable ●d
● time mea he {s not harraceed by
telaphom callo, collaquee, or ti~t
ochedu lee.
I would word @y c~te to him in ●

poeitivu way. tvery papar ha. sac
merits, cad we ●ll like ● pet on the
back. Uldicule, #srcam, ●d aetst ive
cmcatc breed reoentmeat cad ●pprehoa-
.iaa cbtwt ths next writias ●oigment.
X wuld ●acoursce ●very ●uthor to taka
s couroa la techaieal writing. AC-
oociatioa with fellou suffmern from
other iaductrfes would help him to see
the cmonality of the proble~. Though
I ●xpected that he would retura prsis-

0

0

ing the course but denyins its applica-
bility to hti, I knew chat ●ventually
he would be proud of his improved wri-
tia8.
1 would ●tteqw to chaage old ●rror
patterns by huwroue iastructioa. &-
iag ●ware of particularly troublemm
coaetructioa or comoaly repeated er-
rors, I would distribute nmormtduw
coataiaiac hworoue •~les of theee
probl~. We wuld call theee m-
rmdue Billet Doux’s (love lettars)
ead distribute them ovary few moatha.
With tho concurrence end backiat of
uacgmt, I would develop the idea
of ● review tea for papere or por-
tioae of pcpere that ●re roatrovers-
ial or thst ●re writtaa by ●veral eu-
thore. Such papers were taking too
much the to review, ●id ●uthorr could
not ●gree. Meeti~ with the suthor(s)
●ad the uaegers who have finel revigw
authority, we would read che paper out
loud ●eateace by ●eateace ●id let them
sutgsst ead qree 00 correct wording.
l’hou~ thiu ~uld be very tiae-coamm-
ing, it saewd tho oaly way to end
Coatroverey ●ad cyclias.

Zlse problm of the ●uthor overlapped thooe
of the office staff whea the typiag, ochedu-
Iiag, Cad mwemeat of hie paper rmre involved.
The problem of frequeat retypiag ●id new er-
rors wera ●tsily .olved with the Purchaw of
● word procoseia~ ●yeta with ● large memory.
Time ia typiag, correcting, ●nd re-editing
was reduced, ●nd becmma the aev systea was
fun to operate, diopooitiom hprov.d.
liowever, misplaced papers :-ere still aa em-

barrassment to the secretaries ●nd ● fruc-
tratioa to the auehore. fo we designed ● of-
fica log ao pfckured ia pig. 1. Each piece
of paperwork co. “q into the office for typ-

Iv”,lll”u?t-1 *I,}

m - I?*!4

t

1

I I

! 1 i
I I
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I I
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Fig. 1, The office log records every piece of paperwork and is used
by the secretaries for plcmmg the office workload.
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Fig. 2. The cover sheet is used to record the movement of a paper
and to enalyzu the efficiency of off %ce procedures.

fng is entared on thic lag by tha senior see-
r~tmy. When ● .ecretary takes ● typi~ as-
signment, she initials that ●ntry; she dates
the ●ntry when wn ●aoignmettth mapleted.
TM 10S give. the #enior secretary data for
plamnint the office worklomd, a record of ev-
●ry document rhnt is typed, ●nd an enSWOr for

the author when he a8ka who is doing hia work.
%wever, tha 10S colved only ● part of the

prablem. Every typed documant UOQS through
varying lWQIS cf typing, proofr~adins, @dit-
in~, ●nd ●pproval. Ofmn tht dacretary had
ineufficfent information ●bout the document
to procam it properly. We needed a meann of
collactinc information &bout that document ●id
record ins itsmowmant throuth tlmm channels
so that it did not reins ● n~ceeaary step.

A cover dtcet Like thtt in Fig. 2 has f!lled
thar nsed. With input from the tuthor. the
mtior secretary fills in the shaat and ●t-
tachea ic to every memorandum, latter, or re-
port. The cheet will stay with the document

●s it moves throuth ever> step froa draft eo
to fimcl copy* AC each permm cospletce hic
par: of tha chain, he initiala end dat~a the
oheet in the ●ppropriate box. This history
of ● paper mot oc!ly kesps tr~ck of its move-
meat, but ●lso provides data that ●re graphed
●t regular intorvala to ●tudy the ●fficiency
of our office procedures. The covm sheet sl-
co gives haggard writaro ● chance to take out
their frustrations by countin~ nnd rtrnrking
the number of orroro to be corrected.

With thest two fome, the office stsff ●nd
I were rq~inirt~ our credibility with the ●u-
thors. Put onc refin~ent remained to bc made
in our procedures. Formal raporto mch ● .
those print-d ●nd distributed to government
agwIci@o and industry ~ro ● unique probltm.
Because of dslayu, last year’s annual raport
waa often printed this year. Our customers
were rightfully peevieh, ●nd funding cnd jobs
could be Jeopmdiced. A report ●long with the
vellum originals for its llluttrstionm could
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iVgo 3. The status board makes visible the

location and status of every formal
reporz.

mynterioucly disappear, covar -h@et ●nd ●ll.
The author was very sure ho had given it to
thq $ecretery, uho ves very oure ●he had uiv-
en it to me, ●nd I had never seen it. Though
●omeorto uwelly ●heopfehly sppmrcd vtth it,
with ao ❑any reports in proceoc at on. time,
we needed ● meane of tracking ●ach one.

‘i’ha “stetue boord” that ●ppeared ooteide my
of fica not c.n~y ?olved this problem but ●lso
restored a mtee of humor te the entire pro-
cwme. Ibis board ●hewn in If{g. 3 {s not fem-
cy. Ma mode ours out ~f a .4- by S-ft bulle-

tin board with bright pester board stripe ●ta-
pled to it for card holders. Labels on each
●trip indicate tha various stops fra dtsft
typing to printing, includi~ ● clot titled
‘7?OLD”for umavoidablo delayc like illmaee or
trave 1. When ● nau paper ie brou~t in, ● 4-
by 6-in. card ie typed giving t!.tla, author,
and project nuder. Everything the: ?IappGas
to the paper ia logged om the csrd by dote,
●ctiem, ●nd initials. Unlike the cover ●heet
thst ●taye with the docummt, thee. cards are
plJCOd in the slot representing the current
statue or locstion of that report. Within ●

given clot, carde are placed ieft to right in
the order that the paper will be proceeeed in
that etep.

W- the ●ntire report load of the office is
vieible to everyone in the group. % one can
faleely blame enother for delays. Grumbling

ie declining, work nchedulee can be planned
at ● glance, and ●uthors no longer have to
question sta~ering aecretarieo ●nd the embar-
rassed editor ●e to the vhcreabouts of tbair
paper*.

Sogetimac the status board tskee on the
character of a game board. The pereon reopon-
●ible for each slot like. to kaep hie free of
carde by moving cardc to ●nether slot. While
good !tetured jostling goes on, work ●t any
given ●tep fe c~leted faetar. The status
board hae been nicknamed “the ladder of euc-
tees”. Croup members often adopt a favorite
and watch ite progrecs. The author of ● par-
ticularly tedious paper takes his sha:e of
ribbimg ●s him card movee down inure often than
up. Sut when it fiaelly reaches the top and
copiee ●rriva from the printer, the card is
ratired to ● file .tnd ● party celebrates the
completion.

I think visibility ie the reason for the
●ucceee of tha status board. But whatever
the reason, good huruor and a group spirit
have returned to our organi; jtion. By meet-
ing the challenge of a crisis, we hsve ●ll
leerned that good written cotuuaicetionu ●re
producad by ● cooperative effort. ‘de ●re
●till uorkiug on waya to improve aur proca-
dores. Sut one thing ie Euro. Though I had
tha aanagarial support ●nd all the right dic-
tiomariee, haadbooka, mmdpoliciee, I hod for-
Sotten the technical aditing tool moot e@oen-
tial to c eucceesful csraer~ mornt difficult to
obtain, and moot eecily loot-a souse of
humor.


